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NENORANDUM FOR THE RECORD
SUBJECT : Claims for Petty Cash Expenditures

REFERENCE : Comptroller Instruction No. &7 {(Ravised),
dated 1 June 19€2

1. This memorandum lias been prepared for the purposse
of establishing responsibilities of the Financs and Fiscsl
Divisions relative to following up and resolving audit
differences whieh may ocour duaring the processing of claims
for reimdursement of vouchersd fuand potty cash expenditures
which have besn disdursed by the Finance Division under ihe
procedures established in reference Comptroller Instruction.

2. In a telepbone convergation 31 May 1p62
participated in by Hr, #, and the under - 25X1A9a
signed it was agreed that i during the audit performed by

the Fiscal Pivision of vouchered fund poetty casl axpenditures
paid by the Finance Division under the provisions of reference
Comptroller Instruction it is necossary to disallow or guspend
an item the Travel Branch, Fiseanl DPivision will take the
following action:

(#) Contact the claimant by telephone and explain the
aature of the exception and request the nevesuary
action tc be taken to relieve the suspension,

(b) If a refund is required request that such refund
be made to either the Fisoal Division or Finance
Division depeading on the claimants' lecation.

(¢) Advise the Finance Pivision Bisbursing Officer
of any adjustments aade in the smount Sslaimed Zor
reimbursenent sad the action being taken to remalve
such adjustwments.

-]

copy of this memo BEE O A
was sent to Travel Branch
under date of 3 July 1962;:
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3UBJECT : Clains for Pectty Cash Expendituros

| 3. Reimbursement to the Fimance Pivision will be

: withheld by the Fiscal Division pending resolution of the
: exception taken or until refund is obtained from the

i claimant, if appropriate, in order that the voucher may
he processed as a simpgle transaction.
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